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INSTALLATION AND USE OF THE MSHP ALCOHOL INFLUENCE REPORT

INTERNET DOWNLOAD 
Double-click on the link entitled "Alcohol Influence Report Setup" and follow 
on-screen prompts to save the installation file to your computer.  Follow 
instructions in item IV below to install the application.

I.  APPLICATION DEVELOPMENT AND DESIGN
This Microsoft Word form was created by the Research and Development Division Forms 
Section of the Missouri State Highway Patrol using Microsoft Word 2000.  It should 
run properly in Microsoft Word 2000, XP, and 2003.  The installation process also 
contains a version of the AIR for use in Word 2007.  During the installation 
process, select the version of the AIR you want to install.

This form was approved for use by the Driver License Bureau of the Missouri 
Department of Revenue prior to release.  

This product was designed to work with the databases the Patrol uses in association 
with the Automated Accident Report application.  If you do not have these databases 
the form should not malfunction; however, the functions pulling data from the 
database will obviously not work.  

II.  TESTING ON NON-PATROL COMPUTERS
At this writing, the application has been minimally tested on non-Patrol computers. 
So you are, in effect, testing this for us.  If you have problems or questions with 
the application, contact us at 573-751-8444, Mon-Fri, 7:30 am to 5:30 pm.  We will 
try to resolve your problem promptly and send you a patch to fix the problem.  
During the testing phase we recommend you handwrite the first few reports and enter 
the information into the electronic application later.  After you feel comfortable 
with the reliability of the form on your computer system you may begin using the 
electronic version as you are processing the violator.

III.  MANUAL
The completion manual included with this application was written for MSHP officers 
using standard Patrol computers with like configurations.  This application contains
many features that other automated versions may not have.  We recommend you read the
manual before you begin using the application.  Please keep in mind that 
instructions regarding the database features will not apply to outside agencies 
unless they have the MSHP version of the Automated Accident Report installed on 
their computers.  The rest of the information in the manual should apply to any 
user.  The editable Word version of the manual is included and can be located in the
same folder as all the other AIR files.  You may modify this manual as you wish and 
convert your version to a PDF.  If you give your PDF the same name as the one in the
folder, users will open your version of the manual from the link in the Start-All 
Programs.

IV.  INSTALLATION
You should be an administrator on the computer to install this application.  If you 
are not an administrator, the application should still install but there are a 
couple things you must do manually.  We will cover these in the section entitled 
"NON-ADMINISTRATIVE INSTALLATION."

Important:  Close Word and all Microsoft Office application prior to installing.  
Some applications, such as Outlook, may have Word open in the background; this 
causes some of the installation procedures to fail during setup.

Installation From CD
1.  Insert the CD into the CD drive of the computer.
2.  Open the CD drive through My Computer.  Double-click on the "AIR_Install" file.
3.  Follow the on-screen prompts.
4.  After installation the CD may be removed.
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1.  Right-click on "AIR Installation Program" and select "Save Target As..." to save
the installation file to your computer.
2.  Double-click on the "AIR_Install" file.
3.  Follow the on-screen prompts.

The Default installation procedure creates a folder named "MSHP Forms" on the root 
directory of the C:\ drive and places all the files necessary for the AIR 
application to function in that folder.  However, during installation you may select
any location on your computer and the application will be installed in that folder. 

V.  NON-ADMINISTRATIVE INSTALLATION
The macro security in Microsoft Word must be set to low for the automation 
capabilities of the application to work.  If you are an administrator, this will be 
set by the installation program.  If you are not an administrator on the computer 
the function that changes the macro security in Word to low may not work.  Follow 
the instructions below to ensure that the macro security in Word is set to Low:

1.  Open a blank Word document.
2.  Click on "Tools" in the menu bar.
3.  Select "Macro" from the Tools menu.
4.  Select "Security" from the Macro sub-menu.
5.  Select "Low" on the "Security Level" tab of the Security dialog box.
5a. OPTION:  If you are concerned about setting security to Low, you may select 
"Medium"; however, you will be prompted to "Enable Macros" each time you open the 
AIR application.  You must select "Enable Macros" each time to ensure the automation
of the form works.
6.  Close the blank Word document.  There is no need to save it.

VI.  LOCATING AND OPENING THE APPLICATION
After you have installed the application and have ensured that macro security in 
Word has been set to low, click on the Windows "Start" button.  Then select "All 
Programs". A new shortcut has been placed in the menu entitled "MSHP Alcohol 
Influence Report".  When you click on this shortcut you will see five options in the
sub-menu.

1.  AIR User Manual:  Click on this to view the AIR manual in PDF format.  You must 
have the free Adobe Acrobat Reader on your computer to open and/or print the manual.

2.  ALCOHOL INFLUENCE REPORT:  Click on this to launch a new blank AIR from the 
template. You will be prompted to save the new blank document when it opens.

3.  Set Macro Security - High:  If you have administrative privileges, click this 
option to reset your macro security in Microsoft Word back to "High".  If you are 
not an administrator, you must follow the instructions in NON-ADMINISTRATIVE 
INSTALLATION and select "High" instead of Low or Medium.

4.  Set Macro Security - Low:  If you have administrative privileges, click this 
option to reset your macro security in Microsoft Word to "Low".  If you are not an 
administrator, you must follow the instructions in NON-ADMINISTRATIVE INSTALLATION 
and select "Low" or "Medium".

5.  Uninstall MSHP Alcohol Influence Report:  Click this to uninstall the 
application from your computer.  If you installed the application in the default 
"C:\MSHP Forms\" folder and there are no files in the "MSHP Forms" folder other than
those installed by the instllation program, the uninstall program will delete the 
empty MSHP Forms folder from your C:\ drive.

Page 2



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


